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Business Communication 

Unit 1- Three Sectors of the economy 

i. To convert itself- to change from one thing to another 

ii. To serve needs- to satisfy people ’s desires or requirement 

iii. Labor input— manual work 

iv. To stumble on —to discover something by accident 

v. To be dubious- to be uncertain, disbelieving 


Unit 2- Management 

“If you fail to plan you plan to fail” 


1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 


Managers have to decide ho w best to alloc ate the human, physical 
and capital resources availabl 


Managers- logically -have 
their subordinates are man 


ake sure that the jobs and tasks given to 

eable. 



them 


There is no point of in setti 
to your staff. 

Managers have to supervise their subordinates and to measure, and try 

to improvefdÇeir performance. BBA SOLUTION 

Managers have to check whether objectives and targets are being achieved. 
A top manager whose performance is unsatisfactory can be dismissed by 
the company’s Board of directors. 

Top managers are responsible for the innovations that will allow a company 
to adapt to a changing world. 
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1D Vocabulary 


• 

1. 

Allocate- 

resources 

• • 

11. 

Communicate- 

information 

• • • 

111. 

Develop- 

strategies 

iv. 

Make- 

decision 

V. 

Measure- 

performance 

vi. 

Motivate- 

people 

• • 

Vil. 

Perform- 

jobs 

• • • 

Vlll. 

Set- 

objectives 

ix. 

Supervise- 

subordinates 


Unit 3- Company Structure 


1 . 

• • 
li. 

Ui. 

iv. 

v. 

vi. 

vii. 


Autonomous - independe 
a higher authority. 
Decentralization- dividing 
that are not centrally contr 



take decisions with 



ut Consulting 


Function- a specific acti 
finance 

Hierarchy- a system of authority Shh different l 
other 


ation into decision making units 


ny, eg. Production, marketing 



ne above the 


Line authority- the power to give instructions to people at the 
below in the chain of command 

Report to- to be responsible to someone and to take instructions from 
him or her. 

Subordin ates-people working under someone else in a hierarchy 


levei 


2 
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1. E Discussion 


i. 

• • 
li. 
• • • 
m. 


IV. 

V. 

vi. 
• • 

VIL 


1. A factory working at full capacity- production 

2. A large advertising budget- marketing/finance 

3. A large sales force earning high commission- marketing 

4. A standard product without optional features- production 

5. A strong cash balance- finance 

6. A strong market share for new products- marketing 

7. Generous credit facilities for customers- marketing 

8. High profit margins- finance 

9. Large inventories to make sure that products are available- production 

10. Low research and development spending- finance 

11 .Machines that give the possibility of making various 
different products- product 

12.Self- fmancing (using retained eamings rather than borrowing)- 
finance 


VOCABUL 



Industri 

edge of a city 


belt- 



an area with lots of industrial companies 


J 


around the 



ctmhL 
roduc 



i 



rtai 


tain period, using 


Wealth- /Ae products of eco 
Productivity- the amount of 
a certain number of inputs ) 

Corporate ethos- a company ’s way of working and thinking. 
Collaboration- working together and sharing ideas 
Insulted or isolated- alone, placed in a position away from others. 
Fragmentation- breaking something up into pieces 
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UNIT -4 WORK AND MOTIVATIONS 


1. To inspire, to induce, to give a reason or incentive to someone to do 
something- motivate 

2. A person employed by someone else, working for money- employee 

3. Relations between employers and employees, managers and 
workers, management and unions- labour relations 

4. Having control of something as part of your job- responsibility 

5. Money paid (per hour or day or week) to manual workers- wages 

6. A fixed regular payment made by employers, usually monthly, 
for professional or office work- salary 

7. Advantages that come with a job, apart from wages or salary- benefits or 
perks 

8. To be raised to a higher rank or better job- promotion 

9. Knowing that there is little risk of losing one’s job- job security 

10. Having particular-abilities, acquired by training- skilled 


UNIT-5 MANAGEMENT 


v 


2D. Vocabulary 



1. The use of reasoning rather tharEemotions or beliefs- rationality 

2. understanding or knowing without consciously using reason- intuition 

3. respect, prestige or importance given to someone- status 

4. having a higher rank because one is older- seniority 

5. to have hurt feelings because someone is being disrespectful- offended 

6. money or something else given in recognition of good work- rewards 

7. additional money given for better work or increased productivity- bonus 

8. a feeling of shame and loss of dignity or self- esteem- humiliation 

9. to give up a job or position- to resign 

10. According to accepted moral standards- ethically 
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UNIT-6 RECRUITMENT 

1. aVocabulary 

Many people looking for work read the job vacancies advertised by 
companies and employment agencies in newspapers or on the internet. To 
reply to an advertisement is to apply for a job. (you become a candidate or 
an applicant) . You write an application or fill in the company’s 
application form and send it, along with your resume(CV) and a covering 
letter. You often have to give the names of two people who are prepared to 
write reference for you. If your qualifications and abilities match the job 
description, you might be short listed ,.i.e selected to attend an interyiew. 


UNIT-7 LABOUR 


lb VOCABULARY 


2 . 


3. 


4. 


5. 


1. collective bargaining- ne 




their members ’ wciges and 



V 


L 


% 


tions bepveen imions and employers about 


\ 


ons. 



st against working conditions, low 


a strike - a stoppage ofwork, as 
pay and só^õrr ° ^ E ® ^ 
a go-slow(GB) or slowdown(US)- a deliberate education in the rate 
o f production, as a protest 

working- to-rule = deliberately obeyins every resulation in 
an orsanization, which seyerely disrupts normal operations . 

Industrial action — a general term for strikes, go- slows, work-to- rules and 
so on 


6. To picket - to protest outside a factory or other workplace, and try to 
persuade workers and deliyery drivers not to enter . 
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1. Unions are a necessary voice for the interests of workers. 

2. In countries like South Korea or Poland or South África, trade unions have 
played an enormous dynamic political and economic role. 

3. As long as employees have needs that need to be represented they’11 
need trade unions. 

4. Team working employers that want effective social peace and want also 
a s ensible and dynamic economy, should be encouraging trade unions. 

5. In some of the most successful economies, strong trade union presence is 
recognized by u and accepted as a partner by the government. 


2c. VOC ABULAR Y 


1. People who work with their hands- manual worker 

2. A union for workers with a particular type ofjob- labour union/ 
trade union 


3. 

4. 

5. 

6 . 

7. 

8 . 


9. 


To ask someone ’s opinion b 
An opponent or enemy- adve 
Too expensive, wasteful, loss- 
Unlimited and unfairly usedp 
Ending or relaxing restrictive laws- deregulation 



decision- consult 


economic 



Areas of the economy run 

sector 






-JMPLFTF 

Hostile, almost aggressive, see 



W^íational government - public 


0ÊÊÊ m I | BHÜ | ^ 

icts- confrontational 


10 .A large Corporation, made up of a group of companies- conglomerate 


UNIT- 8 PRODUCTION 

Production is all about idea 
lb. VOCABULARY 

1. Any company that provides goods or Services for another one- 

subcontractor 

2. Any of the pieces or parts that make up a product, machine, 

e/c-component 
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3. Buying products or processed materiais from other companies rather 
than manufacturing them- outsourcing or contracting 

4. The (maximum) rate of output that can be achievedfrom a production 
process- capacity 

5. The buildings, machines, equipment and other facilities used in 
the production process- plant 

6. The geographical situation of a factory or other facility- locations 

7. The stock of any item or resources used in an organization 
(including raw materiais, parts, supplies, work in process and 
finished products)- inventory 

8. The time needed to perform an activity (i.e to manufacture or 
deliver something)- lead time 


UNIT- 


\ 


ld. VOCABULARY 


1 . 


The possibility of payingfo 
period- credit facilities 

2. A promise by a manufacturer 



r a product ov> r an extended 



r to repair or replace defective 


goods during a certain period of time- warranty/guarantee 

3. A surface COMPL&T^BBA displayed- shelf 

4. A consumer who buy various competing products rather than being loyal 
to a particular-br and- brand switchers 

5. The standard pattern of sales of a product over the period that it is marked 
product-life cycle 

6. The extent to which an activity provides financial gain- profltability 

7. Possibilities of filling unsatisfied needs in sectors in which the company 
can produce goods or Services effectively- opportunities 

8. The sales of a company expressed as a percentage of total sales in a 
given market- market share 

9. The set of beliefs that the public at large holds of an organization - image 

10 .A small, specialized, but profitable segment of a market- Niches 
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2.c. Vocabulary 

1. A serving offood designedfor one person- portions 

2. An alternative British wordfor what Americans call French fries- finger 
chips 

3. Eye- catching, noticeable- striking 

4. From which water has been removed- dehydrated 

5. The components of which a food product is made- ingredients 

6. A small booth used for selling newspapers, cigarettes, ice-cream, and so on- 

kiosk 

7. The owners of a company- share holders 

8. A large amount of money- fortune 

9. Uniformity, regularity, sameness (of a product sold worldwide)- consistency 
10.4 symbol or design or the particular form oflettering of a trade mark- logo 


UNIT-10 


MARKETING 


Marketing is the activity, set of in 
communicating, delivering, and e 
customers, client, partners and so 

Philip Kotler- 0= creating, C= co 
market, P=profit 

COMPLETE 



and processfor creating, 
ering that have value for 


‘'v 


/ 


D= delivery, V=value, T=target 


BBA SOLUTION 


Marketers have to identify or anticipate a consumer need; develop a product or 
Service that meets that need better than any competing products or Services 
persuade target customers to try the product or Service and in the long term 2 
modify it to satisfy changes in consumer needs or market conditions. Markers can 
design particular features, attractive packaging, and effective advertising, that will 
influence consumers’ wants. Marketing thus begins long before the product or 
Service is put on the market; it combines market research, new product 
development, distribution, advertising, promotion, product improvement, and so 
on. 


8 
























This note is only for reference purpose. CBS will 
not be liable for any mistake. 


1B. VOCABULARY 


1. Distribution channel - all the companies or individuais involved in moving a 
particular good or Service from the producer to the consumer 

2. To launch a product- to introduce a new product onto the market 

3. Market opportunities- possibilities of filling unsatisfied needs in sectors in 
which a company can profitably produce goods or Services 

4. Market research- collecting, analyzing and reporting data relevant to a 
specific marketing situation (such as a proposed new product ) 

5. Market segmentation- dividing a market into distinct groups ofbuyers who 
have different requirements or buying habits 

6. Packaging- wrappers and containers in which Products are sold 

7. Points of sale- places where goods are sold to the public- shops, Stores, 
kiosks, market stalls, etc. 

8. Product concept- an idea for a new product, which is tested with 
tarset consumers before the actual product is developed. 

9. Product features z attributes or characteristics of a product: quality, 

~ ^ " I * C ' 

price , reliability , etc 


10. Sales representative- someo 
customers, and tries to pers 



ho contacts existing and potential 
them to buv goods or Services 


v 





COMPLETE BBA SOLUTION 


What is marketing mix? 


The marketing mix is the set of marketing tools the firm uses to persue its 
marketing objectives in the target market. 
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UNIT-l 1 ADVERTISING 



Politics Business 


E VERYTHINGJHHW 


Advertising is one of the best method for pron on of iroduct 
the consumers. 


Mostly used by 


the 




manufacturing companies to promote the goods 


to 


- Word of mouth (best method) 

- ( paCiOMPLETE BBA SOLUTION 

- Counter cyclical 

- Media planet 

- Target customer 


lc; Vocabulary 

1. Free advertising, when satisfied customers recommend products to 
their friends- word of mouth advertising 

2. Advertising that mentions a company ’s name but not specific products- 

institutional prestige 
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3. Companies that handle advertising for clients- advertising agencies 

4. A contract with a company to produce its advertising- an account 

5. The amount of money a company plans to spend in developing its 
advertising and buying media time or space- advertising budget 

6. The statement of objectives of an advertising campaign that a client 
works out with an advertising agency- brief 

7. The advertising of a particular product or Service during a particular 
period of time- advertising campaign 

8. A defined set of customers whose needs a company plans to satisfy - target 
customer market 

9. The people who choose where to advertise in order to reach the right 
customers- media planner 

10. The fact that a certain amount of advertising is necessary to attract 
a prospective consumers attention- the three hold effect 

11. Choosing to spend the same amount on advertising as one ’s 
competitors-comparative- parity method 


12 


. Advertising during perii 
relatively poor- counter 


UNIT -12 


ds or seasons when sales 

yclical adve 




PROMETI 



ONA 



COMPLETE BBA SOLUTION 


2b Summarizing 

1. When a new product is launched, the producer has to inform 
customers about its existence and also develop brand awareness. 

2. Promotion is one of the four elements of marketing mix ; sales 
promotions are one of the four different four P’s. 

3. The advantages of publicity include the fact that it is much cheaper 
than advertising and can have better impact because it seems that 
people are more inspired 

4. The four stages of the standard products life cycle (excluding the pre-lunch 
development are) introduction, growth, maturity and decline. 


li 

























This note is only for reference purpose. CBS will 
not be liable for any mistake. 


5. Reasons to offer temporary price reductions include attracting price 
conscious, br and switchers, offsetting a promotion by competition and 
for stock clearance. 

6. Sales promotions need not only be aimed at customers; the can also be 
used with distributors or with company sales. 

7. Apart from selling a company’s products, sales representatives also gain 
ideas from the customers for instance, product feedback as well as ideas 
for new products. 


Y aatrientertainment5 8 @gmail. com 


Chapter-13 Acc 


la Vocabulary 


ounting and 




tatem ents 

m 


1. Bookkeeping - written down the details of transactions (debits and credits) 

2. Accounting —keeping financial records, recording income 


and expenditures, valuing assets and liabilities, and so on 

3. Managerial accounting- preparing budgets and other financial 
reports necessary for management 

4. Cost accounting- working out the unit costs of products, including 
materiais, labour and all other expenses. 

5. Tax accounting- calculating an individuaPs or a company’s liability for tax, 

6. Auditing- inspection and evaluation of accounts by a second set of 
accountants 

7. Creative accountin g- using all the available accounting procedures 
and tricks to disguise the true financial nosition of a country. 
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Company account 


1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9. 

10 . 


A company’s owners - shareholders 

The revenues received by a company during a given period, minus the 
cost of sales, operating expenses, and taxes - earning or income 
All the money that a company will have to pay someone else in the future, 
including taxes, debts and interest and mortgages payments - liabilities 
The amount of business done by a company over a year - turnover 
Anything owned by a business (cash investments, buildings, machines and 
so on) that can be used to produce goods or pay liabilities - assets 
The reduction in value of a fixed asset during the years it is in use 

(charged against profif) - depreciation 

Sums of money owed by customers for foods and Services purchased on 
credit - debtors 


urchases made on credit - creditors 


Sums of money owed to su 

(the value of) raw materiais, workri^progress, and fmished products 
stored ready for use - stock 

ing a business that cannot be charged to 

t - 


The various expenses of o 
any one products, process 


verheads 


COMPLETE BBA SOLUTION 

UNIT -14 BANKING 

1. An arrangement by which a customer can withdraw more from a bank 

account than has been deposited in it, up to an agreed limit; interest on 
the debt is calculated daily - overdraft 

2. A card which guarantees payment for goods and Services purchased by the 
cardholder, who pays back the bank or finance company at a later date - 

credit card 

3. A computerized machine that allows bank customers to withdraw 
money, check their balance and so on - ATM 

4. A fixed sum of money on which interest is paid, lent for fixed period 
and usually for a specific purpose - loan 

5. An instruction to a bank to pay fixed sums of money to certain people 
or organizations at stated times - standing order/ direct debit 
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6. A loan, usually to buy property, which serves as a security for the loan - 
mortgage 

7. A plastic card issued to bank customers for use in cash dispenses - cash 
card 

8. Doing banking transactions by telephone or from one’s own 
personal Computer - home banking 

9. One that generally pays little or no interest, but allows the holder to 
withdraw his or her cash without any restrictions - current account 

10. One that pays interest, but usually cannot be used for paying cheques (GB) 
or checks(US) and on which notice is often required to withdraw money - 
deposit account 


2c) VOC ABULAR Y 

1. To place money in a bank or money placed in a bank - deposit 

The money used in countries other than one’s own- foreign currency 


2 . 

3. 

4. 



How much money a loan pa 


s a percentage - yield 

Available cash, and how easily other as sets can be tumed into cash 
liquidity 



5. 

6 . 



The date when a loan becomes repavable - maturity date 


To guarantee to buy all the new shares that a company issues, if they 
cannot be sold to the public - underwriting 


When a company buys or acquires another one - takeover/ acquisition 
When a company combines with another one - merge 
Buying and selling stocks or shares for clients - stock braking 


7. 

8 . 

9. 

10. Taking care of all a Client’s investments - portfolio management 

11. The ending or relaxing of legal restrictions - deregulation 

12. A group of companies, operating in different fields, that have joined together 

- conglomerate 

13. A company considered to be without risk - blue chip 

14. Ability to pay liabilities when they become due- solvency 

15. Anything that acts as a security or a guarantee for a loan - collateral 


1. Charge- interest 

2. Do - business 

3. Exchange - currencies 

4. Issue - bonds 

5. Make- profits 

6. Offer- advice 
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7. Pay - loans 

8. Raise - funds 

9. Receive - deposit 

10. Underwrite - security issues 


UNIT-15 STOCKS AND SHARES 

ld) Vocabulary 

i. Having a responsibility or an obligation to do something, e.g. to pay a debt - 

liability 

ii. A person or organization to whom money is owed ( for goods or 
Services rendered, or as repayment of loan) - creditors 

iii. To be insolvent; unable to pay debt - bankrupt 

iv. Everything of value owned by a business that can be used to produce goods, 
pay liabilities and so on - assets 

v. To sell all the possessions of a bankrupt business - to liquidate 

vi. Money that a company will have to pay to someone else (bilis, taxes, 
debts, interest and mortgage payr®üts) - liability 

vii. To provide money for a company or other project - to put up capital 

viii. Money invested in a possibly risk^lew business - venture capital 

ix. The people who begins a new company - founder 

x. The place in which a company does business: an office, shop, 
workshop, factory, warehouse, and so on - premises 

xi. To guarantee to buy an entire new share issue, if no one else wants it - 
underwrite 

xii. A proportion of the annual profits of a limited company paid to shareholders 

- dividend 


2a) Vocabulary 

1. A company that spreads investors’ capital over a variety of securities - 

mutual fund 

2. An investor’s selection of securities - portfolio 

3. A person who can advise investors and buy and sell shares for them - 

share brokers 

4. A stock in a large company or Corporation that is considered to be a 
secure investment - blue chip 
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5. A stock- in an industry not much affected by cyclical trends- that offers 
a good retum but only a limited chance of a rise or decline in price - 

defensive stock 

6. A stock- which usually has a high purchasing price and a low current rate of 
retum- that is expected to appreciate in capital value - growth stock 

7. A wholesaler in stocks and shares who deals with brokers - market maker 

8. Financial organizations such as pension funds and insurance 
companies which own most of the shares of all leading companies 
(over 60%, and rising) - institutional investor 

9. The use of information not known to the public to make a profit out 
of buying or selling shares - inside share dealing 


UNIT -16 BONDS 


5. Pension fimds = retirement money 

6. Buy - and- hold investors - keep their bonds till maturity 

7. Non-payment - default 

8. Price depreciation - fali in interest rate 

9. Price appreciation - rise in interest rate 

10. Capital gains - profits on the sale of asseis 



f J. _ 

lc) Vocabulary 

1. Investor - providers of fu 

2. Issuing bonds - borrowin 

3. Principal - the amount of 

4. Maturity - date at which t 



2c) VOCABUALRY 

1. Equity fmancing = issuing shares 

2. Debt fmancing - issuing bonds 

3. Bearer certificate = a security whose owner is not registered with the issuer 

4. Liquid - easily sold (iurned into cash) 

5. Par - nominal or face value (100%) 

6. Coupon - the rate of interest paid by a fixed interest security 
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7. Yield- the rate of income an investor receives taking into account a 
security ’s current price 


UNIT -17 FUTURES AND DERIVATIVES 


1 a) VOCABULARY 

1. Futures- contracts to buy or sell fixed quantities of a commodity, currency 
or financial asset at a future date, at a price fixed at time of making the 

contract 

2. Options - a contract giving the right, but nor the obligation, to buy or 
sell a security a currency or a commodity at a fixed price during a 

certain period of time. 

3. Commodities - raw materiais or primary Products (metais , cereais coffee) 
that are traded on special markets 

4. Derivative - a general mune for all financial instniments whose 
price depends on the movement of-cmoMer piice 


5. Hedging - making contracts to buy or sell a commodity or financial asset 




M / 




against price charges 

6. Speculation - buying seciiri üW^f^i^P^sets in the hope of making a 


capital gain by selling them at a ni 

buying them back at a lower price) 

7. Appreciate - depreciate 

8. Call - put 

9. Discount - premium 

10. Drought- flood 

11. Floating - fixed 

12. Hedging = speculation 

13. Spot market -future market 

14. Strike price = market price 


price (for selling them in the hope of 
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UNIT -18 MARKET STRUCTURE AND COMPETITION 


ld Vocabulary 

1. A company’s sales expressed as a percentage of the total market = market 
hae 

2. Short-term tactics designed to stimulate stronger sales of a product 
- promotion 

3. The situation in which there is only one seller of a product - monopoly 

4. Companies offering similar goods or Services to the same set of 
customers - competitors 

5. A short and easily memorized phrase used in advertising = slogan 

6. The division of a market into submarkets according to the needs or buying 
habits of different groups of potential customers = market segmentation 

7. A small and specific market segment - niche 

8. A factor which makes you superior to competitors in a certain respect - 
differential advantages 


9. A business’s total sales revenue - turnover 


10. A period during which an economy is 


is w 


2c) VOCABULARY 

1. Perfect competition exits w 



tential- recession 



are homogenous, and there are a 
influence on the market price, and 

i 1 . .. i ILJJ 



U U \_/ ■ \u 


great many firms too small-to h 
firms can easity enter and exif t 

2. A Monopoly is a market in a particular product in which a single 
producer can fix an artificial price. 

3. A monopsony is the situation in which there is only one buyer. 

4. A natural monopoly is an industry in which the efficient existence of more 
than one producer is impossible; examples include public Utilities such as 
water, gas and electricity, where it would be inefficient to have several 
competing companies laying their own networks of pipes or cables. 

5. Monopolistic competition exists when many producers of slightly 
differentiated products are able to sell them at well above their marginal 
cost. 

6. An oligopoly is a concentrated market dominated by a few large suppliers. 
This is very frequently in manufacturing because of economies of scale 
and the cost barriers of entering an industry. 
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7. Economies of scale are factors which cause the average cost of producing 
something to fali as output increases. 

8. Barriers to entry are economic or technical factors that make it difficult or 
impossible for firms to enter a market or compete with existing suppliers 

9. A dominant-firm oligopoly is one in which a market leader can indicate 
its preferred price to smaller competitors. 

10. A cartel is a group of producers or sellers who fix prices and quantities 
in order to avoid competition and increase profits. This is illegal in many 
countries, most notably the USA. 


Unit -19 TAKEOVERS, MERGES AND BUYOUTS 



olders to buy their shares at a 
iod so as to acquire a company - 


1 a) VOCABULARY 

1. Designing new products and bringing them to the market = motivation 

2. To expand into new fields = to diversify 

3. To unite, combine, amalgamate, integrate to join together - to merge 

stock exchange, hoping 


4. Buying another company’s 
to persuade - raid 

5. A public offer to a compan 
particular price during a p 
take o ver 

6. To merge with or take over other firms producing the same type of goods 

or Services - horizontal integration SOLUTION 

7. Joining with firms in other stages of the production or sale of product- 
vertical integration 

8. A merger with or the acquisition of one ’ s suppliers - backward 
integration 

9. A merger with or the acquisition of one’s marketing outlets - forward 
integration 

10. Combined production that is greater than sum of the separate parts - 
synergy 
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UNIT -20 EFFICIENCY AND EMPFOYMENT 


2a) VOCABULARY 

1. Job insecurity - the fear that you might lose your job 

2. Tenure - the period of holding a job 

3. Employability - the extent to which a person has skills that employers want 

4. Downsizing - decreasing the number of permanent employees 

5. Agency employment = temporary jobs in companies arranged 
by employment agencies 

6. Core - the central part of something (e.g. a company’s workforce) 

7. Rhetoric - language used to persuade people to belieye something. 

8. Received wisdom - generally held beliefs (that are probably false.) 


UNIT- 21 BUSINESS ETHICS 


la) VOCABULARY 


1 . 

2 . 

3. 



Institutions or organizations that provide help for people in need - charity 

tion - Xegilimacy 


Acceptability, according to 
The situation when there are a lar 




of sellers and buyers, 


freedom to enter and leave markets, a complete flow of information, and 
so on - perfect competition 


4. A conditionyffjgeneral welp 
to achieve this) - welfare 

5. Menacing, endangering - threatenins 

6. Liveliness, health, energy, strength- vitalitv 

7. An economic system in which anyone can attempt to raise capital, form a 
business and offer goods or Services - free enterprise 

8. Complying with or following (rales, etc.) - abiding 

9. Expressed, given a material form - embodied 

10. Supporters, people who argue in favor of something - proponents 


bei 



vemment 


V 
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UNIT- 22 The Role of Government 


2c) Vocabulary 

1. Obvious - evident 

2. Inexpensive = low cost 

3. Inconsistent with or contrary to - at odds with 

4. Bad health = illness 

5. Remembered (or not forgotten) - bore in mind 

6. Poor or unemployed people - underclass 

7. Rich or wealthy people - affluent 

8. Successes - achievement 

9. Unwillingly, not eagerly - reluctantly 

10. Global or worldwide - planetary 


2c) Vocabulary 

1. Costly - expensive 

Disposed - spent, used or consumed 
On our behalf - done for u 


2 . 

3. 

4. 


n 


A physician - a medicai docto 

5. Ailments - (non-serious) illness 

6. To resort to force - to use vio 

7. 

8 . 

9. 


To coerce - to compel people to do someth 
A mortician - someone wh 


ing asainst their will 


erals 


A plumber - someone who fixes water pipes 

I ‘i i || I \ I ' p 

10. A host of- a large number of 


"“□LUTION 


UNIT -22 Central banking, money and taxation 

lc) Vocabulary 

A. Controlling the amount of banknotes in circulation - printing money and 
destroying it 

B. Establishing maximum and minimum lending rates, thereby controlling 
the credit system - setting interest rates, ceiling and floors 

C. Ensuring that banks have a sufficient liquidity ration to allow customers to 
withdraw their deposits when they want - commercial banking supervision 
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D. Intervening on foreign exchange markets, buying or selling large amounts 
of the national currency, to prevent major fluctuations - exchange rate of 
supervision 

E. Lending money to a commercial bank in danger of going bankrapt - act as 
a lender of last resort 

F. Selling govemment bonds to commercial banks or buying the m back, in 
order to alter the amount of credit the banks can offer (and thereby alter 
the money supply) - open market opemtions 


2b) Vocabulary 

I. The tax people pay on their wages and salaries is called - income tax 

II. A tax on wages and salaries or on company profits is a/an - direct tax 

III. A tax levied at a higher rate on higher incomes is called a - Progressive tax 

IV. A tax paid on property, sales transactions, imports and so on is a/an - 

in direct tax 

V. A tax collected at each stage of production, excluding the already-taxed 


costs from previous stages 


- value-added tax 


VI. Profits made by selling assets are generally liable to a = capital gains tax 


VIL Gifts and inheritances over a 
transfer tax 


VIII. 


ain value ar 


often liable to a - capital 


IX. 

X 


The annual tax imposed on pe< d P ÍP# forti] mes (in some countries) is a/an - 
wealth tax 

Making false declarations to the tax authorities is called ” tax evasion 
Reducing the amount of tax you pay to a legal minimum is called - 
tax avoidance 


2e) vocabulary 

1. Reducing the value of a fixed assets, by charging it against 
profits -dejnxciatian 

2. Something which discourages an action = disincentive 

3. An adjective describing a tax that is proportionally higher for people 
with less money = regressive tax 

4. Spending money to buy things, rather than saving it - consumption 

5. Working for yourself, being your own boss = self employed 

6. A tax on incomes that pays for sickness benefits, unemployment benefit and 
old-age pensions- national insurance 

7. Non-fmancial benefits or advantages of a job - perks 

8. A way to delay the payment of tax to a later time - tax severs 
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9. An objective describing expenditures that can be taken away from 
taxable income or profits- tax deductible 

10. A country offering very low tax rates to foreign business - tax havens 


UNIT -24 Exchange rates 


í. 

2 . 

3. 

4. 

5. 

6 . 


To ‘peg’ a currency against something means to - fix its value in relation 
toiU 

A clean floating exchange rate - is determined by supply and demand 
Exchange Controls used to limit - the amount of a country ’s money 
that residents were able to change into foreisn currencies 
Speculators buy or sell currencies in order to - make a profit by making 
capital gains or by investing at hisher interest rates. 

‘Market forces’ means = the determination of price by supply and demand 
(the quantity available and the quantity bousht and sold). 

‘hedging’ means - trying to insure asainst unfavorable price movements 
by way of futures contracts. 




COMPLETE BBA SOLUTION 

1. To make changes to something - adjust 

2. To change something into something else - convert 

3. To end something permanently = abolish 

4. To end something temporary - suspend 

5. To go up or down (in quantity, value, etc.) - fluctuate 

6. To move away from what is considered normal - diverge 


UNIT -25 The Business Cycle 

1. Companies may have to reduce investment or the size of the work force - i£ 
the labour costs increase too mucli 

2. Companies only invest - while consumption is increasing 
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3. During a period or economic growth - consumers borrow a lot of money 

4. Externai theories of the business cycle - inelude technological 
and population changes 

5. Govemments often stimulate the economy - prior to general elections 

6. Increases in interest rates - result in higher rents and mortgages 

7. Internai theories of the business cycle - include psychological factors 

8. People can demand higher pay - if their company’s scale are increasing 

9. People tend to spend less = when they are afraid of becoming unemployed 


ld) Vocabulary 

1. Beliefs about what will happen in the future - expectations 

2. Money borrowed in order to buy a house or flat (GB) or apartment (US) - 
mortgage 

3. Money paid for the use of a house or flat owned by somebody else - rent 

4. The amount of something produced by a company, a country, and so on - 

output 


5. Spending on new machines, f< 

6. Owners or managers of manu 

7. Spending on goods and servic 

8. To dismiss employees - Iji 

9. Conceming the number of 
demographic 

10 . 


( 


tones, and so on - investment 
ctilÜg companies - industrialist 
s - consum ption 
dowrtsiz® 

s, population movements and so on - 


An absence of luxury and comfort- austerimi MTIQN 


Unit -26 Kevnesianism and monetarism 

1. Flexible - variable 

2. Error - mistake 

3. Companies - firms 

4. Spending - expenditure 

5. Costs - expenses 

6. Excess - surplus 

7. Output - production 

8. Boost - stimulate 

9. Increase - raise 


24 






























This note is only for reference purpose. CBS will 
not be liable for any mistake. 

10. Lower - reduce 


Unit - 27 International trade 
1 s) vocabulary 

1. Trade in good - visible trade 

2. Trade in Services (banking, insurance, tourism, and so on) = invisible trade 

3. Direct exchange of goods, without the use of money - barter system 

4. The difference between what a country receives and pays for its exports 
and imports of goods - balance of trade 

5. Th difference between a country’s total eamings from exports and its 
total expenditure on imports - balance of payment 

6. The (impossible) situation in which a country is completely self- sufficient 
and lias no foreign trade 

7. A positive balance of trade or payments - surplus 

8. A negative balance of trade or payments - déficit 

9. Selling goods abroad at (or below) cost price - dumping 

10. Imposing trade barriers in orders to restrict import- protectionism 

11. Taxes charged on import- í^mfs 


12. Quantitative 
quotas 


limits on the 


rt of particular product or commodities- 




1. Absolute advantages - comparative advantage- free trade 



4. Banking - insurance, merchandize 

5. Comparative advantage - protectionism, quotas 

6. Non- tariff barriers- norms, taxes 

7. Barter- import substitution, tariff barriers 

8. Debt - reschedule, rollover 

9. Liberalize - subsidize, substitute 


Unit 28- ECONOMICS AND ECOLOGY 


1. Anything (gas, liquids) released into the environment - emission 

2. Something unwanted and useless such as by products resulting 
from manufacturing processes - waste 
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3. Throwing away or getting rid of something unwanted - disposal 

4. Someone concemed about pollution, maintaining an ecological balance, 
and so on - environmentalist 

5. The extent to which a product does not use rare resources or 
produce polluting waste, can be recycled and so on - eco- effíciency 

6. the possibility to choose for themselves - free hand 

7. an overall structure, or plan or outline - a legal framework 

8. concerning the amount or number of something- quantitative 

9. from the beginning to the end of the existence of the product - from 
cradle to grave 

10. a numerical measure or standard - scale 

11. final aim - ultimate 



COMPLETE BBA SOLUTION 


Note: This note is provided by: 

Rajendra Bista 

yaatriraj endra5 8 @ gmail .com 

9807357042/9861532631 

This note is only for reference purpose. CBS will 
not be liable for any mistake. 







Graphics 


■ Graphics are visual images or designs on some surface, such as 
a wall, canvas, screen, paper, or stoneto inform, illustrate, or 
entertain. 

■ Examples are photographs, drawings, Une art, graphs, diagrams, 
layout, numbers, symbols, geometric designs, maps, 
engineering drawings, or other images. 

■ Graphics often combine text, illustration, and color. Graphic 
design may consistof the deliberate selection, creation, or 
arrangement of typography alone, as in a brochure, póster, web 
site, or book without any other element. 

■ Graphics can be purposeful or artistic such as a photograph, or 
an interpretation by a scientistto highlight essential features or 
a drawing or painting or drawing by an artist 




Benefits of Visual Aids 


To communicate ideas or information effectively 
by making the information accessible, visual aids 
which has several goals: 

■ Conciseness: Visual aids allow to provide large 
amounts of information in a small space 

■ Clarity: Visual aids clarify complex information 

/ / \ > - 


Trends: Certain 


Comparison between like 


figures in a 

trends , such as 


components such as actual 

Percentage 

table 

increasing and 


monthly versus average 

in Pie charts 

(statistics) 

decreasing sales 


rainfalls can be seen in bar 

V. ^ V J 

figure in line graphs 


charts 






Cont. 










• Cosmetic Appeal (Figure 9.1): Visual aids help 
us breakthe monotony of wall-to-wall words. 
The two types of graphics are tables and 
figures 


Colors for 

increasing 

production, 

lookinggood, 

reducing 

monotony etc. 


Three-Dimensional 
Graphics have obvious 
appeal and are more 
interesting and vivid than 
flat, one-dimensional 

graphics 








Criteria for effective graphics 


Whether hand drawn or Computer generated , successful tables 

and figures have these characteristics: 

■ Integrated with text 

■ Appropriately located 

■ Add to the material explained in the text (without being 
redundant) 

■ Communicate important information that could not be 
conveyed easily in a paragraph or longer text 

■ Do not contain details that weaken the information instead 
of enhance 

■ Effective size 

■ Neatly printed to be readable 

■ Correctly labeled (headings, and titles) 

■ Follow the style of other figures or tables in the text 

■ Well conceived and carefully performed 




_ Types of Graphics _ 

❖Graphics can be broken down into two 
basic types: tables and figures. 

❖ Tables provide columns and rows of 
information (Table9.1). 

❖ Figures include bar charts, line graphs, 
photographs, pie charts, line drawing and 
many more. 




Criteria for Effective Tables 

Number tables in order of presentation (Table 1, Table 2.) 

Title every table 

Present the table as soon as possible after you have mentioned it in 
your text 

Don't present the table until you have mentioned it 
Use an introductory sentence or two to lead into the table 
After you have presented the table, explain its significance 
Write headings for each column 

The size of columns is determined by the width of the data or headings 

Center tables between right and left margins 

Separate columns with ample white space, vertical lines, or dashes 

Show that you have omitted information by printing two or three 
periods or a hyphen or dash in an empty column 

Be consistent when using numbers 

lf you do not conclude a table on one page, on the second page write 
continued in parentheses 

Table 9.2 is an excellent example 



USD 


1) Bar charts (grouped bar charts, 3-D/tower bar 
charts, Pictograph, Gantt charts, 3-D 
topographical charts) 


Annuúl Revenue for Suir Tech 


Siiín IV? Ir m Prr 
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2) Pie charts 



3)Line charts( broken line and curved line charts) 



4) Combination charts 

5) Flowcharts 

6) Organizational charts 


Cont. 






7) Schematics ( a representation of the elements of 
a system using abstract, graphic symbols rather 
than realistic pictures) 



8) Geologic maps 

9) Une drawings 

10) Photographs 

11) Internet downloadable graphics 
















Criteria for effective fieures 


• Number figures in order of presentation (Figure 1, 
Figure 2....) 

• Title each figure 

• Preface each figure with an introductory sentence 

• DoiYt use figure until you have mentioned it in the text 

• Present the figure as soon as possible after mentioning 
it 

• After you have mentioned the figure, explain its 
significance 

• Labei the figure's components (line charts/bar 

charts.) 

• Provide key at the bottom of the figure to explain 
information 











































Oral Communication 


Oral communication is an important 
component of the business success 
because it will be required to speak 

■ On an everyday basis to colleagues, 
customers, and vendors 

■ Informally to co-workers and clients 

■ Formally to large and small groups 




Everyday Oral Communication 


• Everyday we speak to vendors, customers, and 
coworkers face-to-face, on the telephone or by 
leaving messages on mail box 

• Every time we communicate orally, we reflect 
something about ourselves and our company 

• The aim of effective oral communication is to 
ensure that our verbal skills make a good 
impression and communicate our message 
effectively 

• Using Telephone and Voice Mail to communicate 
everyday (Figure 18.1) 



Informal Oral Presentations 


As a team member, manager, supervisor, employee, 
or job applicant, we often will speak to a coworker, 
a group of colleagues, or a hiring committee. We 
need to communicate orally in an informal setting 
for several reasons: 

■ Helping the boss to prepare a presentation 

■ For planning corporate changes of the company 
(staff, merger...) 

■ Departmental meeting 

■ In a team meeting 

■ To communicate with coworkers, contractors, and 
customers form distant sites via teleconference 
or orally sharing ideas (Figure 18.2) 




Formal Presentation 


We make a formal presentation for the following 

reasons: 

■ Visiting a civic club meeting and providing oral 
presentation to maintain good corporate / 
community relations 

■ Explaining the company's desired course of action 
or justifying activities already performed 

■ Representing at a local, regional, national or 
international conference by giving speech on 
behalf of company 

■ To make an oral presentation promoting your 
Service or product to the potential customers 




Types of Formal Oral Presentation(Threetypes) 


• The memorized speech (least effective type of oral 
presentation, this is a well prepared speech which has 
been committed to memory, allow no speaker- 
audience interaction) 

• The manuscript speech (it is readingfrom a carefully 
prepared manuscript. The entire speech is written on 
paper. It may lessen speaker anxiety and help to 
present information accurately, butcan seem 
monotonous, and boring to the listeners) 

• The Extemporaneous (best and most widely used 
method of oral presentation, carefully prepare by 
conducting necessary research, creating detail outline. 
In this we avoid writing out the complete presentation. 
We rely on notes or PowerPoint slides with the major 
headings for reference. It allows to interact with 
audience and ensures to present complex information. 




Parts of a Formal Oral Presentation 


1) Introduction (should arouse of capture audience attention 

and interest hoping to create enthusiasm and a positive 
impression by saying good morning, good evening or welcoming 
them and thanking them) 

■ Lead-ins to Arouse Reader Interest 

S An Anecdote (short, interesting and relevant stories) 

S A Question or a Series of Questions 

S A Quotation from a Famous Person (Warren Buffet) 

S Facts and Figures 

S Thesis (OverView of Key Points) 

2) DiSCUSSÍOn (Comparison/Contrast, Problem/Solution, 

Argument/Persuasion, Importance-least important to more important 
or most important to least, Chronology, Maintaining Coherence) 

3) Conclusion (Restating the main points, by recommending a 
future course of action, or by asking for questions or comments) 




Visual Aids 


■ Visual aids enhance the oral 
communication which have the greatest, 
longest lasting impact -—using picture, 
colour, diagrams and models. 

■ Advantages, disadvantages and helpful 
hints for using visual aids (table 18 . 1 ) 




PowerPoint Presentation 


• One of the most powerful oral presentation 
tools is visual — Microsoft PowerPoint giving 
an informal and formal presentation. 

• The communication will be enhanced by 
PowerPoint slides where we can use the 
templates in the software and the autolayouts 
to develop the slide show easily 




Benefits of PowerPoint 


• Choose from many different presentation autolayouts 
and designs 

• Create your own designs and layouts, changing colours 
and colour schemesfrom preselected designs 

• Add, delete, or rearrange slides as needed 

• Insert art from the Web, add images, or create your 
own drawings 

• Use Microsoft PowerPoint's Help menu to learn how to 
include sound and Video in the presentation 

• Add hyperlinks either to slides within your PowerPoint 
presentation or to externai Web links 




Tios for Usine PowerPoint 


Following hints are considerable to make it easy for PowerPoint 
slides to our presentation: 

■ Create optimal contrast-dark backgrounds for light text or 

light background for dark text 

Choose an easy-to-read font size and style (common fonts) 

Limit the text to six or seven lines per slide and six or seven 
words per line 

Use headings for readability 

Use emphasis techniques (Colour, boldface including figures, 
graphs, pictures, drawings) 

End with an obvious concluding screen 

Prepare handouts 

Avoid reading your screens to your audience 

Elaborate on each screen 

Leave enough time for questions and comments 




The Writing Process of Oral Communication 


We need to follow the writing process to organize the presentation 
effectively 

1) Prewriting 

■ Consider the purpose (selling a product or Service, informing, 
persuading, instructing, building trust) 

■ Consider your audience (high-tech, low-tech, or lay audience, 

subordinates, peers, public, multiple audience.) 

■ Presentation plan (Topic, objectives, development, organization, 
visuais) 

■ Gather information (Questionnaire, survey, or conversations) 

■ Sample questionnaire (18.5) 

2) Writing 

■ Write a first draft and consider visual aids for the presentation 
using an outline/note cards to present speech 


Cont. 






3) Rewriting 

■ Style (clarity, conciseness) 

■ Delivery (effective communicators interact with and establish a dynamic 
relationship with their audiences) 

■ Eye contact 

■ Rate (you need to speak at a rate slow enough to achieve those two goals 
that are making your audience listen and learn ) 

■ Enunciation (speak each syllable of every word clearly and distinctly/ 
speak more clearly) 

■ Pitch (high and low sounds) 

■ Pauses 

■ Emphasis 

■ Interaction with listeners 

■ Appearance 

■ Body language and gestures 

■ Postspeech question and answers 

■ Practice (decrease your fear, process your thoughts, become familiar with 
topic, pronoun troublesome words, focus on emphasis, enhance verbal 
and non-verbal cues, rearrange your content, add further details, know 
about using visual aids) 







Proposals 


■ A proposal is an offer by one party to provide a product 
or Service to another party in exchange for money. 

■ Proposals may be written to people within the 
organization, to an outside company, or the government 

■ In other words, proposals are written offers to solve a 
technical problem or to undertake a project of practical 
or theoretical nature 

■ Proposals serve to review and improve existing products 
and Services to meet the ever-increasing and complex 
requirements of today's highly competitive business 
environment 

■ Proposals (whether they are sales proposals or research 
proposals) are a persuasive blend of information, 
organization, and reason 



Internai and Externai orooosals 


• Your company asks you to write a report 
proposingthe purchaseof a newfacility. You 

will have to write a longer report _ an 

internai proposal for your company's 
management. 

• Your company is considering offering a new 
Service or manufacturing a new product. Your 
responsibility is to write an externai proposal 
selling the benefits of this new corporate 
offering to a prospective client. 




The Winning Elements of Business Proposals 


• Business proposals are an unsolicited or solicited bid for 
business (there are two types of Business proposals: an 
unsolicited or solicited) 

• Solicited Business Proposal: A Corporation or government 
body is seeking a business to fulfill a project or to complete a 
task and thereby, allows companies to bid for the project. 

An open bid is placed on the market with other companies 
competing for an interview spot. (many competitors) 

• Unsolicited Business Proposal: your small business may want 
to do business with a larger company or forge a joint venture 
. It need to convince the reader that it understands the 
receiver's problem and that it is qualified to solve the 
problem successfully. 

• Five key elements of winning business proposals (Solutions, 
benefits, credibility as an award-winning business, with 
samples and evidence of your ability, targeted or all about 
communication) 


Criteria/Structure for Proposals 

1. Prefatory part 

■ Title page: title of the proposal; name of the company, 
writer, or writers submitting the proposal; date on 
which proposal was completed (Figure 17.1= an internai 
proposal, and 17.2= an externai proposal) 

■ Cover letter: why you are writing, what are you writing 
about, what exactly of importance is within the 
proposal, what you plan to do next as a follow-up, when 
the action should occur, why that date is important 

■ Table of contents (Figure 17.3) 

■ List of illustrations (tables or figures) 

■ Abstract (Executive Summary) 

2. Body of the proposal i- 1 


Cont. 









Introduction 


(Primarily should include purpose, and problem) 


purpose 


inform your reader about why you are writing, what you hope to 


achieve. See example 


b. 


Problem 


: show the importance of this proposal and the problem that must be 


solved and reveal your knowledge of the situation, or your expertise 


Use highlighting techniques, especially heading and subheadings (figure 17.4) 


Discussion 



(Existing situation, Solutions, Benefits) 


Analysis 

b. Technical descriptions of mechanisms, tools, facilities, or products 





c. 


Approaches or methodologies (a proposal 
offering to set up Solar Water Heating Systems in Bhaktapur Multiple Campus), 
and Purchase options 


d 


T 


I V I Cl I I Cl 


(Organizational charts) 





llMKIIãlS 


tiiw/sK 


(Years in business, Satisfied clients, 


Certifications, Previous accomplishments) 

(Implementation schedules, Reporting intervals, Maintenance 
schedules, Delivery schedules, Completion dates, Payment schedules, Projected 
forecasts) 



ÉK 


(include additional information recognizing the levei of audience. See Glossary 17.6) 







Conclusion / Recommendation 


(sum up your 


proposal providing your reader a sense of 
closure. Conclusion restatesthe problem, your 
Solutions, and the benefits delivered. Remember 
to quantify, be specific, State percentage and 
amount. 

Your recommendation will suggestthe next course 
of action. Specify when this action and should occur 
and why that date is important. Use highlighting 
techniques for that. 


Glossary 

Work Cited (References) 
Appendix 








The Writing Process of Prooosal 


❖ Prewriting 

■ Brainstorming/listingto outlinethe key components ofyour proposal 

■ Reporter's questions (who, what, where, when, why, and how) 

■ Flowchartingto organize proceduresand schedules 

■ lf necessary, we need to survey inhabitants, clientsor personnel togettheir ideas regarding proposal 
changes 

❖ Writing 

■ Reviewyour prewriting 

■ Organizethe data 

■ Write usingsufficingtechniques 
Formatyour writing accordingto the criteria for effective proposals 

> Rewriting 

Add detail for clarity 

Delete dead words and phrases for conciseness 
Simplify old-fashioned words 
Move information 

Reformai for reader-friendly ease of access 
Enhance the tone of your proposal 
Correct errors 
Avoid biased language 


Thankyou 





The Summary 


Summary is the gist of any original text or 
source which includes only main points 
covering 5-15 percent of the original source. 

The following will help us to write summaries: 

■ Criteria for writing summaries 

■ Process to follow 

■ Process log with examples 




Criteria for Writing Summaries 


• Overall organization 


n, discussio 


Name and Title in 
topicsentence 


WorkCited Prefacing 
Topic Sentence 




Briefly summarize the 
main pointsto convey 
author's ideas 


Reiteratethe focus statement 
Remindingthe readerofthe 
author's key ideas 




Topic Sentence Followed 
by Explanatory Footnote 


r a 

Cont. criteria 














Internai organization (problem/solution format, cause/effect, 

comparison/contrast, or a na lysis/classification/d ivision) 


Development (main important points, major conclusion reached, 


recommendations) 



Length (approximately 5-15 percent of the original material by omitting past 

histories, definitions, complex technical concepts, statistics, tablesand figures, 
length examples, biographical information ) 


Audience recognition 
Grammar and mechanics 


P rewriting _ 

Examine your purposes, determine goals, consider audience, gather data, select authentic 

contents 

Locateyour periodical Article, Book Chapter, or Report 

Write Down Your Work Cited or References Information 

Read the Article to Acauire a General Understandingof its Content 

b. _ Writing 

Organize the draft by following properformat 
Reviewyour Prewriting 

Write a Rough Draft, Using the SufficientTechnique/properformat of writing 

c. Rewriting 

Add detail foraccuracy 

Delete unnecessary information, Biased comments, and Dead Words and Phrases 

Simplify "impressive" Words and Complex Technical Terms 

Move Information Within the Summary to Parallel the Author's Organization 

Correct Errors 

Avoid Biased Language 





























Process Log 


• Prewriting (the student found an article, 
wrote down the required work cited 
information, read the article, took marginal 
notes and underlined key points) 

• Writing (wrote a rough draft from the notes 
and underliningfigurel5.1) 

• Rewriting (revision 15.2, finished version of 
the summary 15.3) 


Thank You 









